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Creating Your 
Account

 HTTP://PILB.NV.GOV
• If you are a licensee or authorized user 

you would need to create an account 
on our Online Portal. 

• Your previous username and password 
from our old database did not transfer 
over. 

• This portal is only for LICENSEES. 

• Work card holders DO NOT need to 
create an account to submit an 
application. 

If you already have an account skip to slide 10
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Creating Your 
Account

• HTTP://PILB.NV.GOV

• Click on the Online Portal tab
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Creating Your 
Account

• HTTP://PILB.NV.GOV

• Click on the Portal Login

• You can also find 
instructions on adding 
people to rosters, license 
renewals and portal login. 
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Creating Your 
Account

• Once you click on Portal 
Login, you will be taken 
to the following window. 

• Start by choosing Request 
Access to Site

• To Create an account if 
you have not done so 
already 
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Creating Your 
Account

• Fill in the information 
required 

• Designated with an asterisk 

• DO NOT use dashes for Social 
Security Number
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Creating Your 
Account

• Once you input your 
information it will bring 
you back to this page. 

• DO NOT TRY TO LOG IN!

• The system is set on a 
timer. You must wait 30 
minutes before you can 
try logging in for the first 
time. 
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While you wait…..
While waiting 30 minutes we suggest taking the time to ENABLE POP UPS for our site. You will not be 
able to access our website if pop-ups are blocked.

ALLOW THIS WEBSITE: https://nevadapilb.onbaseonline.com/NevadaPILB/EAC/Account/Login.aspx

Each internet browser (Chrome, 
Internet Explorer, Safari, etc.) has their 
own way to always allow pop ups 
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While you wait…..
Internet Explorer: To turn Pop-up Blocker on or off

• Open Internet Explorer, select the Tools button , and 
then select Internet options.

• On the Privacy tab, under Pop-up Blocker, select or 
clear the Turn on Pop-up Blocker check box, and then 
select OK

Chrome: Turn pop-ups on or off

• On your computer, open Chrome.

• At the top right, click More Settings.

• At the bottom, click Advanced.

• Under 'Privacy and security', click Content settings.

• Click Pop-ups and redirects.

• At the top, turn the setting to Allowed or Blocked.

Safari:  Select “Safari” > “Preferences“.

• Click on “Security” at the top of the window.

• Check the box “Block pop-up windows” to enable this 
feature. Uncheck it to disable it.

Mozilla Firefox:  To access the pop-up blocker settings: 

• Click the menu button   and choose Options. 
Preferences. 

• Select the Content Privacy & Security panel. 

• Under the Pop-ups Permissions section, uncheck the box 
next to Block pop-up windows to disable the pop-up 
blocker altogether
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Creating Your 
Account

After waiting 30 minutes

1. Ensure pop-ups are 
disabled for our site

2. Log in 
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1. Click on the My Companies tab

2. Then click on your Company listed below

Online Portal 11
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A new window will open up display you companies information and address
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We are asking all 
licensees update their 
mailing and physical 
address

1. Click submit address 
change to update 
address

2. Select which address 
you want displayed 
to the public

Online Portal
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Scrolling down the page:

1. Lists all violations and you 
are able to pay them 
online instead of mailing 
in payment

2. DO NOT USE this section 
for Renewing your 
license. Instructions were 
emailed to Qualified 
Agents on the renewal 
process

3. Please ensure the 
Members/Officers 
section properly displays 
the members reported to 
the NV Secretary of 
State. If changes need 
to be made contact our 
office. 

Online Portal
1

2
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Scrolling down the page:

1. Company Roster: This is the list of active employees on your roster

2. Previous Employees: Displays your old staff that has since been terminated

Online Portal

1

2
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Focusing on these symbols to the right of the rosters -

Rosters
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Refreshes the information only WITHIN the company roster window

Toggle filtering – allows you to search for a specific person within this window

Export to Excel- Allows you to export your entire roster to excel 

Print – Print the roster in PDF

Create Object – How you will ADD a person to your roster

Rosters
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To add someone to your roster click (SINGLE click)

Rosters
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It will open a new window that looks like this. 

1. You will not be able to type in the person you would like to add. You MUST click the 
magnifying glass to find them.

Rosters
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It will open a new window that looks like this. 

Rosters
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It will open a new window that looks like this. 

You can locate someone by either searching their R# or their First & last name

1. R# Search: Must include Dashes

2. Name Search: DO NOT spell out their entire name. 

Example: If you are looking for Jessica Jones look at the example below

Enter the first 2 letters of the First name followed by an asterisk (*)

Enter 3 letters of the last name followed by an asterisk (*)

Rosters
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Highlight and double click the person you are looking for 

Rosters
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It will bring you back  to 
the previous page with the 
information populated in. 

Here you can verify:

1. When their card was 
issued/expires

2. Firearm information –
including months and 
when they need to 
renew

3. Exam information 

Rosters
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1. To hire: input the date when they started with your company 

2. DO NOT CLICK THIS BUTTON – unless you intend to give this person access to your 
company roster. This option is reserved for HR staff, personnel staff, etc. that make 
changes to your companies information and rosters. 

Rosters
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You can now see Jessica Jones was added to the roster

If it does not immediately populate click the refresh     button. 

Rosters
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If you double click on someone's name you can get more information on their card as well as 
terminate them

Terminating:

1. Find them on your current roster and double click their name

Rosters
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Terminating:

Scroll to the bottom of the page to find the termination area.

Rosters
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You must:

1. Put a date when you know he was terminated, or the date his card expired. 

1. When someone’s card expires you need to terminate them the system does not terminate 
them automatically

2. Either click “Termination was voluntary” or make a note

3. Click Terminate Employee

Rosters
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We recommend placing a note:

• The PILB can see your notes

• Other licensees cannot see the note

• In the future all staff can see the note that was placed by your own company

Rosters
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You can now see the terminated employee was added to the terminate roster

If it does not immediately populate click the refresh     button. 

* Multiple entries may be displayed if you have added and terminated someone multiple 
times wince they had a card. 

Rosters
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Below are the ONLY acceptable PILB Registered Work Cards

DISCLAIMER
31

Before June 2018 After June 2018

_Jeremy _Jenson



There are 3 types of new PILB work cards

DISCLAIMER
32

Firearm Ineligible Unarmed Firearm Active

PPO Requirement



If someone had an old card (R-6 digits) and that card has since expired, you must terminate 
that OLD card and add them with the new R-2018/2019 number. 

DISCLAIMER
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Before to June 2018 After to June 2018

_Jeremy _Jenson

Ex:
Terminate the R-023023 card 

Add them as a new person to 
your roster with the R-2018-01002.

The dates you would use would 
be the LAST day they worked 

using old card (R-023023) 
and 

the start date would be the first 
day they worked using new card 

(R-2018-01002)



Las Vegas Office
3110 S. Durango Dr. Suite 203
Las Vegas, NV 89117
Phone: (702) 486-3003

Carson City Office
704 W. Nye Lane Suite 203
Carson City, NV 89703
Phone: (775) 687-3223

Email:  PILBinfo@ag.nv.gov
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